
u r c i t i c u r  t r i E a c c n s i m n i  u r a i m i =  
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION I .~ ... 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
~ ~~ .~ ~... . . . ~ .  ~ e**..r 

INSTRUCTIONS: See Publication No. 76-RM-I for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Anentinn: Schedulina Section. I 

. Parson to Contact Working Title Telephone Number 

. Action Requested 
~. ~ .~ . 

~~~~ ~~~~ . . 656-6054 
~ ~~~ _ _  ‘ ~ 1 Secretary ,~~~ ~ ~~ 

I ~-.--.3.7=-:---- __ - . s . r -=_  ., .~ . .  
Marianne Prinsen- 

8. 0 ErtaDiisn Retention Schedule; record will continua to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

Superwde; 0 Void-- . ~- ~ ~~ .. - 
if different) 

Forms File 
. - ~ ~ - -. ..-.. ~- _____ . Division ud mica Function What is the function of the Division and the Office in which this record series is  created? 

The Policy Forms Division reviews and analyzes all policy forms from life 
and accident/health insurance companies operating in Georgia. It files 
and approves or disapproves all policy forms it reviews. 

. , ~~. ~~ ~ . ~~~~ . .. .- . . 

’. R.cordS.ries bsaipt ion Th is  file contains the following documents (include form numbersend rifles, if any): 
Attech samples of the file. 

Documentsrelatingto: Documents relating to. analyzing and approving pol icy forms 

Included are: Insurance company policy forms and attachments such as Term 

.. of Life and Health/A’ccident Insurance companies 

riders; .Family Income Riders and their supplements; 
endowment forms or .any.other amendments to the policy. 
Also included are copies of 1ett.er.s of approval or disapproval. 

. .  

! 

. \ . \  
File is  arranged: File is arranged alphabetically by name of company. 

. , . .. ., .c. .. . ,  
x .  - \~ - 

L ~ . . . _ _ . _ ~ _ _ _ ~ _ I _ _ -  . . 

5. Monthly Raferonca Rate How often are records referred to which are: 

One to six months old &&b!l-; Seven to twelve months old2.QQlDlO-; Thirteen to twenty-four months old u , b l O - ;  

Annual Rate of Accumulationof Remrdr 
Letter-size drawers : Legal-size drawers ---. 1 7  - ___, ‘Shelves- ~ -; Other {qecify) --. .. 

twenty-five months and olderiO/!,? .. 
~ ~~ ~~~ ~ ~ ~~~~ ~~ ~~ ~ 

ti. 6.. .~ , ‘- ~ -.--l.-L-̂ Il̂ ---r-l--- “ - _ . . _ _ c _ - - - . i - _ _ _ . ~ ~  ~ - ~ - ~  ~ 

R-80-71; R n .  76 (OW) 



I X 1---1 __ If_not.urtmeis~it?. ~~~ - -. .. - . -~ . 

I I b. Does the series contain confidential information requiring securiw handling? If yes, cite law gr regulation. 

g. Is the information contained in this skier ever analyzed and/or recorded in a summarized raport? 
~~Jfrm~tta&co~~.-- _ _ _ _  ~ ~~ _ __  
h. Is there a .~ duplication of th is  series in your offlce, or in anotier office or agency? 

c I r l  .- 

- l X - I  - .At yetblharsl_. . - .. -. ~ ~ ~ ~-_.~.~-_ .. - -. . ... ~ -I - 
1-1.- 1.jlr thissridw ~ ~ ~ ~ Q n . Q ~ i t l ~ ~ u l a r l u m i g o f i l m e d l . . _ ~ ~ ~ - ~  . ~ - ... ~ ... . . ..~_L_-~ - 
-..I. x ~ .  I i _ ~ t ~ ~ i ~ a l g r n o L L t e r P r i n t o u t Z ~ _ . - ~ .  ____  ~ ~ . . .- 

1. Raentbn Rquirements The following requires the series to be kept: 

a. State Law _. ~ . _ _ ~  - .-~-yearr. 1. Audit period . . -. . ._years. 
b. Statute of limitation ~ _ _ _ _ _ . _ - . _ ~ ~ ~  .years. e. Administrative need -I@&- -.years. 
c Federal law - ~ . A . ~  -.--.years. f. Federal retention instructions  yeerr. err. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

L 

Claim problems, including those that may be legally contested, 
may require a copy o f ~ t h e  actual approved policy. Code Section 33-2-7. 

.___I ~- ~~ ~~ . . . _ ~ _ ~ _ _ _ _ _ ~ ~ _ - . ~ -  

2 Aomved Disposition Instruedons This agency recommends that  the f i le series be cut otf a t  thb end of each: 

pb Calendar Year: 0 Fiscal Year: 0 Other ~ 
~ - 

0 Hold in the current files area --.--month(s) _F - ~- 

0 Transfer to local holding area, hold - I --2--year(s); then 
0 Transfer to State Remrds Center; hold -. . 

0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(s); then 

-year(s); then 

Other /**) 

Cut off at end of calendar year;microfilm;then destroy paper 
after verification. 

Send master roll t o  archives for storage. 

Keep duplicate roll i n  office; Destroy after 100 years. 

Destroy microfiln a f t e r 1 8 8  years. 

]W /we 

These instructions apply to a l l  prior and future accumulations of the series. 

. , .  



I .* * 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
1 

INSTRUCTIONS: See Publicatio; No. 76-RM-1 for instructions on completing t h i s  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

OFFICE OF THE SECRETARY OF STA 
DEPARTMENT OF ARCHIVES AND HIS 

RECORDS MANAGEMENT OlVlSlO L-- 

1. Agency Address FOR RECORDS MANAGEMENT US1 
Application Number Office of Comptroller General ,pplication Date 

-- - -_-I Policy Forms Divislon 
tpplicsrion Number Rm. 239. 7 MLK Drive Date Heceived Date Camplatea LSEP 7 '976 I OCT 1 8 197 
I. Person to Contact Working Title Telephone Numbc 

TAction Requested-- 

-. - ~ -~ .- - ~ .._I_ I - . ~ 

--_ _. . 656-2085 . . Stan _ ~ ~ _ . I _ ~ .  Deputy  Commi sxi-oner - .. -. .- 

c. 9 A.ecd-ApaiBtion NO. 69-- __I 

Miller . - ~ ~~___. 

a. 
b. 

0 Estaocisn Retention Schedule; & o r d  will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

h Insurance Policv Forms Files __  

-~ 
I. Dates of Series 
iarliest Latest 

1956 
i. Division and 'Office Function . What is the function of the Division and the Office in which this record series is created? 

The Insurance Division supervises insurance companies and agents,  c o l l e c t s  
premium taxes ,  examines policy forms and policy r a t e s ,  and administers insurance-re- 
l a t e d  laws. The Division a l s o  licenses agents and companies and inves t iga t e s  consumer 
compl aints . . .  

The Policy Forms Section reviews and analyzes a l l  policy forms from Life and 
Accident/Heal,th Insurance Companies operating i n  Georgia. I t  f i l e s  and approves/disap- 
proves a l l  po l i cy  forms i t  reviews. 

--._I --__ - ~ - _ _  __I __ 
I. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand tiC/es, if any): 
Attach samples of the file. 

Analyzing and approving policy forms of Life and Health/Accident 
insurance companies. 

Insurance company policy forms and such attachments as term riders;  
family income r i d e r s  and their supplements; endowment forms o r  any 
o the r  amendments t o  the policy.  Also included are copies of l e t t e r s  
of disapproval o r  approval. 

Included are: 

. !  

File is arranged: Chronologically: thereunder a lphabet ica l ly  by name o f  company. 
- - . --- --- -__- -~ #. Monthly Reference Rate 

One to six months old 
twenty-five months and older 1 ? ,  

3. Annual Rate of Accumulation of Records 
Lener:size drawers ; Legal-size drawers ' ; Shelves ___I ; Other (specify) 

How often are records referred to which are: 
; Seven to twelve months old : Thirteen to twenty-four months old 

--- ~~ ____ P -- I _ _ I ~ _ _ _ s  

- -  
-~ . . . - __i 
R-50-71, Rev. 76 - lover) 



~ I .~--e-~____.ISi--.--:~--~-_--~~-.-~ --~. ...~ ~ ~~ _~._ .- -1 
~~~ 

-. 
5 -  IES I No I 10. Questionnaire (Place an 'OX" in the propetylumn) ~~ ~~ -___- ~ .. c;'! L , * L _ _  

*~ . r .  I 

, 

I ~- ~~ 

a. Is this the official copy of the series? 
Ifnot.herdsL7- __ ~- 

b. boes the series contain y f i den t ia l  information requiring security handling? If yes, cite law or regulation. ;) 

c. ls-this a vital record? 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

-_--- ___I. 

_ _ _ L I _ _ ~ L _  ~~ 

~ ____I I ~ - _ ~  _- 
< ,  -~~ *es this series hare historical or long term research v a l u e )  ~ - L - u . - - - ~  -= 

- I x  _. ~ I -dQC!+l!!IlS&U&&kd S D a  
, ,. 

rat&L-.-: -- -___ - ~~~ 

.___ ntained in th  is w i e s  eveimblished? If v e u m c h  CODY. ~~ ~ ~ ~~ I i - L - f , I & g  information ,co 
g. Is  the'information contained in th is  series ever analyzed andlor recorded in a summarized report? 
.. -If_uesArE&!an-___________ 
h. Is there a duplication of th is  series in your office, or in another office or agency? 

.. ~~ ~ ---_ ere? 
- ? 'on of itl r w m i a o f i l m e d  

? 
lor a maior QQLV 

Q!Jl!xmmQut 
- _  _- 

11. Retention Requirements The following requires the series to be kept: 

a. State Law - years. d. Audit period -years. 
b. Statute of limitation - ~~ years. e. Administrative need 25 --. years. 
c. Federal law -years. f. Federal retention instructions - ,years. 

+t 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Must be'maintained for  a period o f  25 years t o  insure consumer (policy holder) rights 
under 1 ong term pol icy. 

~ 
--- 

12 Anorwed Disposition Instructions This agency recommends that  the file series be cut otf af thb end of each: 

0 Calendar Year; 0 Fiscal year; a Other S e e b e l  OW then, 

0 Hold in the current files area -+._-month(s) I_ 

0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
a Other (Specify) 

year; then hold i n  current . f i les  area 'Ayears;  then t ransfer  t o  S ta te  
Records Center; hold 19 years; then destroy. 

' yearb); then 
-.yeark); then 

year (5) ; then 

C u t  off f i l e s  a t  end o f  each evenly-numbered calendar 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
lraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

~ 

. .  



\ 
-.- rr I- I. _y 

- PAGE 
O??ICE O? B I C R I T A R T  O? STATE 

D I P A R T M l l T  O? A R C E I V I B  b I I S T O R ,  
STATE 

OF 
6EoR61A 

I -  

Application . . f G r  ' e ,  
' 1  R E C O R D S  D I S P O S I T I O N  S T A N D A R D  R i C O i D a  umAo.yEmT D I v r s t O l  

Applleation lo. D a t e  C o m p 1 e t . d  

H. E. Chadwick 

eet Building 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATE 

956 to Present 
~.Yh.t function performed resulted in creation of th i n  SCT en 

Review and analyze all policy forms. "56-2410 Georgia Code, Acts 1960, 
page 289, 661. No basic insurance policy or annuity contract form, or 
application form where written application is required and is to be made 
a part of the policy or contract, or printed rider or endorsement form or 
form of renewal certificate, shall be delivered or issued for delivery 
in this State, unless the form has been filed with and approved by the 
Commissioner. 

T-. -. b Form Title, if  any 

Insurance company policy forms and attachments such as term riders, family 
income'riders, supplemental family insurance riders, endowment forms and 
any other amendments to the policy. They also contain copies of letters 
of disapproval and copy of company's letter stamped approved if the filing 
was accepted. 



W '  ~ [ l  

. t 1  w 
- . ^  - 13. Is t h i s  the Record Copy of t he  se r i e s?  

y -  - 
, .  . 

14.. . .  Is . .  there  a duplication of  t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 

15. Is the information contained i n  t h i s  series ever s m z r i z e d  - o r  pubiished? [ I  brJ 
16. Does the  s e r i e s  contain hassif ied information requiring securi ty  h i d l i n g ?  

4 

. .  - - -. - - - - - .  - _. - .  . -  . ~ 

- - - [ I  ~ - w  
.. - .  ~ .~ ~. - -  ^ ^  . . .  

. ~ ~~ 

17. Does t h e   series document pol ic ies  and procedures of  -agency's operatipn-. or  ~.functiony '[ ] . - 

18. Could the  function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

19. Is the series ( o r  major portion of it) regularly microfilmed? 

20. Does the record se 'r ies pr&iide data as input t o  an EDP, f i l e?  

21. Does the record se r i e s  contain documentation produced as EDP printout? 

22. Is t h e \ s e r i e s  affected by Federal or grafit funds? 

23. W i l l  t here  be. a need fo r  these 'records '10, -15 years from now?  if . yes ,  irhat?.~ 

w [ I  
11 w If yes,  why? 

11 ~ w. 
11 bd 

- - . -  - .. - . -  - ~~ - [ I  ' ~ . H  

.. ' - - --. - .. - _  . .  -~ ~ 

- 
.. 

- - .  ~. .. - ~. ~ ~ - -  . -  -. - - . .. ..- - _  .~ ~ . -  
1 .  ._ 

. [ ~ ]  w 
.~ _ ~ r .  . -  

~ -~ - .  - ~ . .  ._ , ~- - -  - - - -  . -  
_.- 

.... - - -  - L~ 
,- ~. . . ,  ~ ~ _ - ,  - - ~ 

-. - .  -- - .. . - - -  - -  . - .~ - .  ~. ~. . _ -  
.. . . I  

. -  .~ . -  - ~ . - .  - 
. .  
. .  24. fEQUIREbENTS.   the .fo.Uowing requires t h e ' f i l e s  t o  be kept '-  - 7 -..- -$ears;--'.--*.'- .~ - - '  

- .~  - ~. . ~ . , ,  . . .  
a. [ ]STATE b. [ ]STATUTE OF c.  [ ]AUDIT d. [ ]FEDERAL e .  [&DMINISTRATIVE f .  ]HISTORICAL 

LAW LIMITATION PERIOD LAW DECISION VALUF4 
(Cite LCW, Statute ,  or other remon for  the retent ion requirement) _ -  ~- . .. 

--I - - - ___ II 

25. AGENCY RECOMfENDATIONS. -This agency recommends t h a t  t he  f i l e  s e r i e s  be cut of f  a t  the  end 
,then: 

' L  
of each -bdCALEXDAR YEAR -[]FISCAL YEAR -[]OTHER 

--, - -  . -  A. [ ]Destroy ,immediately after cut of f  .~ ' - .  - . ~ -  _ .  -~ - 
-. - - -  ~ ~~ 3. []Hold i n  current -f i les ,area-Amonth(s)/ 2 ~ y e a r ( s ) ,  then: ,. - . .  

~~. - _  .- .. .. ~. ~~ 
- 

' - 1 -[]Destroy.-: - ' ' . . .  ~ 

.. . 

I . - .  -~ - 2  []Transfer t o  records,  center ;  hold 5 - ~ ~ y e a r ( s ) ,  then: ~ .. - 

a HDestroy. .I. - -. - = -. . 
b []Transfer h i s t o r i c a l  material t o  Archives ; 

destroy remainder. 
/~._ 3 [ I ~ e s t r o y  a f t e r  audit  ( o r  ~ yea&) a f t e r  audit). 

C. []Hold i n  current f i les  area indef in i te ly .  - 
I). []Hold i n  current files area year(s) , then t r ans fe r  t o  Archives permanently. 

F E. []Other 
( 1  

(Indicate br i e f lg  rationale for reconmendations above/or write additional remarks) : 

Re c bmm e n d a t i 0-n-s 

i n  P a r a g r a p h  2 5  .- - 


